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DETAIL POSITION BUDGETING SCREEN LAYOUTSDETAIL POSITION BUDGETING SCREEN LAYOUTS
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DETAIL POSITION BUDGETING SCREEN LAYOUTSDETAIL POSITION BUDGETING SCREEN LAYOUTS
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BW REPORTSBW REPORTS

You can produce a BW Report at You can produce a BW Report at 
the end of each case that will the end of each case that will 

reflect your changes.reflect your changes.
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CASE   1CASE   1

Archive Original BudgetArchive Original Budget

Detail Position 
Budgeting
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Prior to Agencies making changes to the original individual Prior to Agencies making changes to the original individual 
position budgets, the Active Scenario should be archived in position budgets, the Active Scenario should be archived in 
case errors are made.  This is accomplished by copying the case errors are made.  This is accomplished by copying the 

Active Scenario to Scenario A5.Active Scenario to Scenario A5.

Position layouts include Extra Help positions as well as Position layouts include Extra Help positions as well as 
Regular positions.Regular positions.

ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Set planning profile to Annual Agency Profile:Set planning profile to Annual Agency Profile:

Click on “Planning Profile” tabClick on “Planning Profile” tab
to display user profilesto display user profiles
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Message:  Annual Agency Profile was setMessage:  Annual Agency Profile was set

Double click on “Annual Agency Profile”Double click on “Annual Agency Profile”
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Click on “Planning” tab                 to accessClick on “Planning” tab                 to access
Planning AreasPlanning Areas
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Click on “Set Variables” tab          Click on “Set Variables” tab          
to display optionsto display options
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Place cursor in the “From Value” cell of the Budget Place cursor in the “From Value” cell of the Budget 
Prep Version and select the drop down menuPrep Version and select the drop down menu

ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING
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Highlight  1A  (Annual Version) and click on green check mark Highlight  1A  (Annual Version) and click on green check mark 

ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING
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Verify that the correct Business Area is listedVerify that the correct Business Area is listed

ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Place cursor in the “From Value” cell of the Cost Place cursor in the “From Value” cell of the Cost 
Center and select the drop down menuCenter and select the drop down menu
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Enter Cost Center Range of Business AreaEnter Cost Center Range of Business Area
Highlight Cost Center RangeHighlight Cost Center Range
Click on green check markClick on green check mark

ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Set variable (parameters) to copy Scenario A to A5Set variable (parameters) to copy Scenario A to A5

Place cursor in the “From Value” cell Variable VSCEN      Place cursor in the “From Value” cell Variable VSCEN      
and select the drop down menuand select the drop down menu
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Highlight  A5  and click on green check markHighlight  A5  and click on green check mark
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Save the variables you have setSave the variables you have set

Message:  Data was savedMessage:  Data was saved
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

After you have saved your variables (parameters) After you have saved your variables (parameters) 
return to the Planning Areas screen:return to the Planning Areas screen:

Select the “Planning” tabSelect the “Planning” tab
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Expand     “Budget Preparation Annual”Expand     “Budget Preparation Annual”
folder (      )  all levels for Annualfolder (      )  all levels for Annual
Budgeting will be displayedBudgeting will be displayed
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Expand “Annual Agency  Position BudgetingExpand “Annual Agency  Position Budgeting
Cost Center ” (     ) “Cost Center  Package”Cost Center ” (     ) “Cost Center  Package”
will be displayed   will be displayed   
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Double click on “Cost Center Package”.Double click on “Cost Center Package”.
Planning functions for this package will Planning functions for this package will 
be displayed on bottom half of the screenbe displayed on bottom half of the screen
Expand the “Set Scenarios” function (     )Expand the “Set Scenarios” function (     )
Execute by double clicking on the Execute by double clicking on the 
function function “Save Scenario A to Scenario    “Save Scenario A to Scenario    
(VSCEN)” (VSCEN)” VSCEN was set to A5 in yourVSCEN was set to A5 in your
variablevariable
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

This message should appear.

Save by clicking on the save buttonSave by clicking on the save button
at the top of screenat the top of screen
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING
Verify that the copy of Scenario A to A5 has Verify that the copy of Scenario A to A5 has 
been completed:been completed:

Expand “Manual Planning” function (     )Expand “Manual Planning” function (     )

DoubleDouble--Click on “Multiple Cost Center           Click on “Multiple Cost Center           
Position Budgeting”Position Budgeting”
Click yes              to enable the macrosClick yes              to enable the macros
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

A spreadsheet with your positions should A spreadsheet with your positions should 
appear on the right side of the screen.  appear on the right side of the screen.  
You should see the Active Scenario “A”  You should see the Active Scenario “A”  
with a status indicator of “NR” (Not Ready) with a status indicator of “NR” (Not Ready) 
in the header of the spreadsheet.in the header of the spreadsheet.

Click on “Close Navigation” tab                     Click on “Close Navigation” tab                     
to expand display of cost center layoutto expand display of cost center layout
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Scenario  A Scenario  A is displayedis displayed

To display Scenario  A5  click on the   To display Scenario  A5  click on the   
other combination iconother combination icon
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Change “Scenario” to A5 in the “ Other    Change “Scenario” to A5 in the “ Other    
Combination” box and click on green checkCombination” box and click on green check
mark       mark       
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Scenario A5 is displayed on the  screen Scenario A5 is displayed on the  screen 
and is a copy of Scenario A, with a status and is a copy of Scenario A, with a status 
indicator of “NR” (Not Ready)indicator of “NR” (Not Ready)
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ARCHIVE  ARCHIVE  -- POSITION BUDGETINGPOSITION BUDGETING

Remember to change back to Scenario “A” before Remember to change back to Scenario “A” before 
making any changes to the budget.  Functions are making any changes to the budget.  Functions are 

only applied to the Active “A” Scenario.only applied to the Active “A” Scenario.
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CASE   2CASE   2

Distribute salary amounts to July
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

FY 2004 salary amounts for each position FY 2004 salary amounts for each position 
reflect current salary + cost of living reflect current salary + cost of living 

allowance.allowance.

Career Service reflects amount Career Service reflects amount 
employee receives and is listed below the employee receives and is listed below the 

position on the layout.position on the layout.



DFA – Office of Budget
Carla Wooley, January 2003 34

Strategic Enterprise Management-
Business Planning and Simulation

Annual Detail Position Budgeting

AASIS Training Guide

Agency can be in either “Annual Agency Agency can be in either “Annual Agency 
Approval Profile” or “Annual Agency Profile” Approval Profile” or “Annual Agency Profile” 

when Distributing Salaries.when Distributing Salaries.

DISTRIBUTE SALARIESDISTRIBUTE SALARIES
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Remember to make sure your are in Scenario “A” 
before making any changes to the budget.  

Functions only apply to the Active (A) Scenario.
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Fringe Benefits will be calculated by your Fringe Benefits will be calculated by your 
DFA Budget analyst after you have DFA Budget analyst after you have 

completed all changes on positions.  After completed all changes on positions.  After 
Fringe Benefits have been calculated for Fringe Benefits have been calculated for 

each position, they will appear at the top of each position, they will appear at the top of 
the layout.  Totals will represent all positions.the layout.  Totals will represent all positions.
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

To distribute salaries:To distribute salaries:

Click on “Planning Profile” tabClick on “Planning Profile” tab
to display user profiles to display user profiles 
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Double click on “Annual Agency Approval Profile” Double click on “Annual Agency Approval Profile” 
or “Annual Agency Profile” or “Annual Agency Profile” 

Message:  Annual Agency Approval Profile was setMessage:  Annual Agency Approval Profile was set
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Click on “Set Variables” tab          Click on “Set Variables” tab          
to display optionsto display options
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Place cursor in the “From Value” cell of the Budget Place cursor in the “From Value” cell of the Budget 
Prep Version and select the drop down menuPrep Version and select the drop down menu
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Highlight  1A  (Annual Version) and click on green check mark Highlight  1A  (Annual Version) and click on green check mark 
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Verify that the correct Business Area is listedVerify that the correct Business Area is listed
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Place cursor in the “From Value” cell of the Cost Place cursor in the “From Value” cell of the Cost 
Center and select the drop down menuCenter and select the drop down menu
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Enter Cost Center Range of Business AreaEnter Cost Center Range of Business Area
Highlight Cost Center RangeHighlight Cost Center Range
Click on green check markClick on green check mark
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Save by clicking on the save button at the top of screenSave by clicking on the save button at the top of screen

Click on “Planning” tab                  to access Planning ArClick on “Planning” tab                  to access Planning Areaseas
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Expand     “Budget Preparation Annual”Expand     “Budget Preparation Annual”
folder (      )  all levels for Annualfolder (      )  all levels for Annual
Budgeting will be displayedBudgeting will be displayed
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Expand “Annual Agency  Position BudgetingExpand “Annual Agency  Position Budgeting
Cost Center ” (     ) Cost Center ” (     ) 
DoubleDouble--click on “Cost Center  Package”click on “Cost Center  Package”
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Distribute Salaries:  Distribute Salaries:  

Expand “Distribute to Periods” function (       ) Expand “Distribute to Periods” function (       ) 

Right click on “1 Period”Right click on “1 Period”

Select “Display Parameter Group” to close  Select “Display Parameter Group” to close  
Excel layout.   Parameter values should  Excel layout.   Parameter values should  
appear on the right side of the screen.appear on the right side of the screen.
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Distribute  Salaries (continued):  Distribute  Salaries (continued):  

Double click on “1 Period”.  This will Double click on “1 Period”.  This will 
distribute the Salary to the month of Julydistribute the Salary to the month of July
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DISTRIBUTE SALARIESDISTRIBUTE SALARIES

Salaries have been distributed to the Salaries have been distributed to the 
month of July on all positions.month of July on all positions.

Save by clicking on the save Save by clicking on the save 
button at the top of screen      .button at the top of screen      .
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CASE   3CASE   3

Adjust the salary amount on a position.Adjust the salary amount on a position.
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ADJUST THE SALARY ON A POSITIONADJUST THE SALARY ON A POSITION
To adjust salary amounts:To adjust salary amounts:

Expand “Manual Planning” function (     )Expand “Manual Planning” function (     )

DoubleDouble--Click on “Multiple Cost Center           Click on “Multiple Cost Center           
Position Budgeting”Position Budgeting”
Click yes              to enable the macrosClick yes              to enable the macros
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ADJUST THE SALARY ON A POSITIONADJUST THE SALARY ON A POSITION

A spreadsheet with your positions should A spreadsheet with your positions should 
appear on the right side of the screen.  appear on the right side of the screen.  
You should see the Active Scenario “A”  You should see the Active Scenario “A”  
with a status indicator of “NR” (Not Ready) with a status indicator of “NR” (Not Ready) 
in the header of the spreadsheet.in the header of the spreadsheet.

Click on “Close Navigation” tab                     Click on “Close Navigation” tab                     
to expand display of cost center layoutto expand display of cost center layout
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ADJUST THE SALARY ON A POSITIONADJUST THE SALARY ON A POSITION

Locate position number to be adjustedLocate position number to be adjusted

Locate FY2004 salary amount to be adjustedLocate FY2004 salary amount to be adjusted
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ADJUST THE SALARY ON A POSITIONADJUST THE SALARY ON A POSITION

Change the July amount for the positionChange the July amount for the position

Click on the sort newly entered data button Click on the sort newly entered data button 
to update total on the spreadsheet.  Total at the   to update total on the spreadsheet.  Total at the   
bottom of the spreadsheet will change to reflect  bottom of the spreadsheet will change to reflect  
new amount.new amount.
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ADJUST THE SALARY ON A POSITIONADJUST THE SALARY ON A POSITION

Save by clicking on the save  Save by clicking on the save  
button at the top of screenbutton at the top of screen
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CASE   4CASE   4

Positions that will not be budgeted in the Fiscal Year.Positions that will not be budgeted in the Fiscal Year.
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POSITIONS NOT BUDGETED IN A FISCAL YEARPOSITIONS NOT BUDGETED IN A FISCAL YEAR

Locate position number to be adjustedLocate position number to be adjusted

Locate FY2004 salary amount to be adjustedLocate FY2004 salary amount to be adjusted
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Change the July amount and months to zero for Change the July amount and months to zero for 
the positionthe position

Click on the sort newly entered data button Click on the sort newly entered data button 
to update total on the spreadsheet.  Total at the   to update total on the spreadsheet.  Total at the   
bottom of the spreadsheet will change to reflect  bottom of the spreadsheet will change to reflect  
new amount.new amount.

POSITIONS NOT BUDGETED IN A FISCAL YEARPOSITIONS NOT BUDGETED IN A FISCAL YEAR
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POSITIONS NOT BUDGETED IN A FISCAL YEARPOSITIONS NOT BUDGETED IN A FISCAL YEAR

Save by clicking on the save button at  Save by clicking on the save button at  
the top of screen        the top of screen        
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CASE   5CASE   5

Cost Distribution:  Change position budget from one Cost Distribution:  Change position budget from one 
fund/funds center to two (6 months each).fund/funds center to two (6 months each).
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Prior to 1Prior to 1stst payroll in FY 04, any changes to position(s) to payroll in FY 04, any changes to position(s) to 
either add or remove cost distribution will need to be either add or remove cost distribution will need to be 

made in HR in R/3 (AASIS) for the change to take effect.made in HR in R/3 (AASIS) for the change to take effect.

COST DISTRIBUTION:  ONE POSITIONCOST DISTRIBUTION:  ONE POSITION
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COST DISTRIBUTION:  ONE POSITIONCOST DISTRIBUTION:  ONE POSITION

Locate position number to be distributed to  Locate position number to be distributed to  
two fund/funds centerstwo fund/funds centers
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COST DISTRIBUTION:  ONE POSITIONCOST DISTRIBUTION:  ONE POSITION

Copy protected fields (position/job/commitment item/cost Copy protected fields (position/job/commitment item/cost 
element/ CLIP flag/employee # if a filled position) to unprelement/ CLIP flag/employee # if a filled position) to unprotected otected 
fields at the end of the layoutfields at the end of the layout

•• Unprotected fields are the white section at the bottom   Unprotected fields are the white section at the bottom   
of the layoutof the layout

•• Place cursor on field to be copied and press “Ctrl  C” on yourPlace cursor on field to be copied and press “Ctrl  C” on your
keyboard,  then place cursor in the field you want to insert keyboard,  then place cursor in the field you want to insert the the 
copied field and press “Ctrl  V”copied field and press “Ctrl  V”
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COST DISTRIBUTION:  ONE POSITIONCOST DISTRIBUTION:  ONE POSITION

Place cursor on blank cost center fieldPlace cursor on blank cost center field

Enter cost center or click on         the possible entries icEnter cost center or click on         the possible entries iconon

Choose filter         to restrict cost center  Choose filter         to restrict cost center  
selection to business area and/or funds centerselection to business area and/or funds center
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COST DISTRIBUTION:  ONE POSITIONCOST DISTRIBUTION:  ONE POSITION

Enter business area and/or funds center and click   Enter business area and/or funds center and click   
on green check mark        on green check mark        
Choose cost center from selections and click on Choose cost center from selections and click on 
green check markgreen check mark
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COST DISTRIBUTION:  ONE POSITIONCOST DISTRIBUTION:  ONE POSITION

Selected cost center will appear in the cost center fieldSelected cost center will appear in the cost center field

Place cursor in the cost center field and press “Ctrl W” on Place cursor in the cost center field and press “Ctrl W” on 
your keyboard to run a macro that derives the fund/funds ceyour keyboard to run a macro that derives the fund/funds center nter 
assignment for the selected cost center.  If it does not apassignment for the selected cost center.  If it does not appear, itpear, it
may be necessary to manually enter the assignment.may be necessary to manually enter the assignment.



DFA – Office of Budget
Carla Wooley, January 2003 68

Strategic Enterprise Management-
Business Planning and Simulation

Annual Detail Position Budgeting

AASIS Training Guide

COST DISTRIBUTION:  ONE POSITIONCOST DISTRIBUTION:  ONE POSITION

Enter correct portion of the salary amount in the  Enter correct portion of the salary amount in the  
July column for new cost center/fund/funds July column for new cost center/fund/funds 
centercenter
Reduce salary amount in the July column on  Reduce salary amount in the July column on  
original cost center/fund/funds centeroriginal cost center/fund/funds center
Change number of months for both from 12 to 6 Change number of months for both from 12 to 6 
monthsmonths

Click on the sort newly entered data button         to Click on the sort newly entered data button         to 
update the spreadsheetupdate the spreadsheet
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COST DISTRIBUTION:  ONE POSITIONCOST DISTRIBUTION:  ONE POSITION

Position appears twice on position layout  Position appears twice on position layout  
with salary amount divided between two with salary amount divided between two 
fund/funds center or two cost centersfund/funds center or two cost centers

Save by clicking on the save button at  Save by clicking on the save button at  
the top of screen        the top of screen        
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CASE   6CASE   6

Remove Cost Distribution:  Salary for position currently in 
two different cost centers/fund/funds center.
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Prior to 1Prior to 1stst payroll in FY 04, any changes to position(s) to payroll in FY 04, any changes to position(s) to 
either add or remove cost distribution will need to be either add or remove cost distribution will need to be 

made in HR in R/3 (AASIS) for the change to take effect.made in HR in R/3 (AASIS) for the change to take effect.

REMOVE COST DISTRIBUTION ON A POSITIONREMOVE COST DISTRIBUTION ON A POSITION
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REMOVE COST DISTRIBUTION ON A POSITIONREMOVE COST DISTRIBUTION ON A POSITION

Locate position number to be adjusted (position will appear   Locate position number to be adjusted (position will appear   
twice on position layout with salary amount divided betweentwice on position layout with salary amount divided between
two fund/funds centers or cost centers two fund/funds centers or cost centers 
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REMOVE COST DISTRIBUTION ON A POSITIONREMOVE COST DISTRIBUTION ON A POSITION

Enter total salary in July on one cost Enter total salary in July on one cost 
center/fund/funds centercenter/fund/funds center

Reduce salary amount in July on 2Reduce salary amount in July on 2ndnd cost      cost      
center/fund/funds center to zerocenter/fund/funds center to zero

Change number of months from 6 to 12 on 1Change number of months from 6 to 12 on 1stst

cost center and to zero on the 2cost center and to zero on the 2ndnd cost center cost center 

Save by clicking on the save button at the topSave by clicking on the save button at the top
of screenof screen
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CASE   7CASE   7

Change cost center on a position.
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Prior to 1Prior to 1stst payroll in FY 04, any changes to a cost center payroll in FY 04, any changes to a cost center 
on position(s) will need to be made in HR in R/3 (AASIS) on position(s) will need to be made in HR in R/3 (AASIS) 

for the change to take effect.for the change to take effect.

CHANGE A COST CENTER ON A POSITIONCHANGE A COST CENTER ON A POSITION
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CHANGE A COST CENTER ON A POSITIONCHANGE A COST CENTER ON A POSITION

Determine the position that needs to have the cost center chanDetermine the position that needs to have the cost center changedged

Place cursor on position number and press “Ctrl  C” on your Place cursor on position number and press “Ctrl  C” on your 
keyboard to copy position to be placed in variablekeyboard to copy position to be placed in variable
Click on the “Display Navigation” tab                    to opClick on the “Display Navigation” tab                    to open Navigation en Navigation 
ScreenScreen
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CHANGE A COST CENTER ON A POSITIONCHANGE A COST CENTER ON A POSITION

Click on the “Set Variables ” tab                     Click on the “Set Variables ” tab                     
to set parameters to change cost center on to set parameters to change cost center on 
positionposition
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CHANGE A COST CENTER ON A POSITIONCHANGE A COST CENTER ON A POSITION

Place cursor in Position(FROM) “From Value” cell of variable sPlace cursor in Position(FROM) “From Value” cell of variable screen and creen and 
select drop down menu       .  Selection conditions box willselect drop down menu       .  Selection conditions box will appear.appear.

Place cursor in “Position” cell.  Press “Ctrl  V” to copy posiPlace cursor in “Position” cell.  Press “Ctrl  V” to copy position tion 
number to drop down menu.number to drop down menu.
Select line on drop down menu (line should be highlighted)Select line on drop down menu (line should be highlighted)
Click on green check mark   Click on green check mark   
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CHANGE A COST CENTER ON A POSITIONCHANGE A COST CENTER ON A POSITION

Place cursor in New Cost Center “From Value” cell of variable Place cursor in New Cost Center “From Value” cell of variable screen screen 
and select drop down menu       .  Selection conditions boxand select drop down menu       .  Selection conditions box will appear.will appear.
Enter Cost Center the position is to be changed “TO”.  Enter Cost Center the position is to be changed “TO”.  
Select line on drop down menu (line should be highlighted)Select line on drop down menu (line should be highlighted)
Click on green check mark   Click on green check mark   
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CHANGE A COST CENTER ON A POSITIONCHANGE A COST CENTER ON A POSITION

Place cursor in Fund “From Value” cell of variable screen and Place cursor in Fund “From Value” cell of variable screen and select select 
drop down menu       .  Selection conditions box will appeadrop down menu       .  Selection conditions box will appear.r.

Enter  the Fund assignment for the cost center the position isEnter  the Fund assignment for the cost center the position is being being 
changed “TO”changed “TO”
Select line on drop down menu (line should be highlighted)Select line on drop down menu (line should be highlighted)
Click on green check mark   Click on green check mark   
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CHANGE A COST CENTER ON A POSITIONCHANGE A COST CENTER ON A POSITION

Place cursor in Funds center “From Value” cell of variable scrPlace cursor in Funds center “From Value” cell of variable screen and een and 
select drop down menu       .  Selection conditions box wilselect drop down menu       .  Selection conditions box will appear.l appear.
Enter  the Funds Center assignment for the cost center the posEnter  the Funds Center assignment for the cost center the position ition 
is being changed “TO”. is being changed “TO”. 
Select line on drop down menu (line should be highlighted)Select line on drop down menu (line should be highlighted)
Click on green check mark   Click on green check mark   
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CHANGE A COST CENTER ON A POSITIONCHANGE A COST CENTER ON A POSITION

Save variables by clicking on the save Save variables by clicking on the save 
button at  the top of screen  button at  the top of screen  

Select the “Planning” tab                to return Select the “Planning” tab                to return 
to the Planning Area screen      to the Planning Area screen      
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CHANGE A COST CENTER ON A POSITIONCHANGE A COST CENTER ON A POSITION

Expand “Change Cost Center of Position” Expand “Change Cost Center of Position” 
function  (        )function  (        )

Double click on “Change Cost Center of Double click on “Change Cost Center of 
Position” function to change cost center on Position” function to change cost center on 
positionposition
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CHANGE A COST CENTER ON A POSITIONCHANGE A COST CENTER ON A POSITION

Verify cost center on position hasVerify cost center on position has
changedchanged

Save by clicking on the save buttonSave by clicking on the save button
at the top of screenat the top of screen
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CASE   8CASE   8

Position budgeting in single or multiple cost centers.
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AGENCY IS UPDATING AGENCY IS UPDATING 
POSITIONS IN ONLY ONE COST POSITIONS IN ONLY ONE COST 
CENTER OR MULTIPLE SINGLE CENTER OR MULTIPLE SINGLE 

VALUE COST CENTERSVALUE COST CENTERS

SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS
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Click on the “Set Variables ” tab                     Click on the “Set Variables ” tab                     
to set parametersto set parameters

SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS
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SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS

Place the cursor in the “From Value” cell in Place the cursor in the “From Value” cell in 
the Cost Center selection line the Cost Center selection line 
Select the drop down menuSelect the drop down menu
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SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS

Enter a single cost center or multiple cost centers on theEnter a single cost center or multiple cost centers on the
lines in the drop down boxlines in the drop down box
Highlight the line and click on green check markHighlight the line and click on green check mark
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SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS

If you are selecting an individual cost center to work If you are selecting an individual cost center to work 
on, verify that it is correcton, verify that it is correct
Save the variables you have setSave the variables you have set

Select the “Planning” tab                to display Planning Select the “Planning” tab                to display Planning 
Areas screenAreas screen
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If you are wanting to budget on the group of cost centers       If you are wanting to budget on the group of cost centers       
you entered in the drop down box, highlight the “Cost   you entered in the drop down box, highlight the “Cost   
Center” variable line and select the trash can       , this Center” variable line and select the trash can       , this will will 
clear the “Cost Center” Variable line and allow the layout clear the “Cost Center” Variable line and allow the layout 
to pull in all cost centers you have enteredto pull in all cost centers you have entered
Save the variables you have setSave the variables you have set

Select the “Planning” tab                to display Planning Select the “Planning” tab                to display Planning 
Areas screen Areas screen 

SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS
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Expand “Annual Agency Position Budget  Expand “Annual Agency Position Budget  
(Cost Center)” planning level (       )(Cost Center)” planning level (       )

Double click on “Cost Center Package”Double click on “Cost Center Package”

Expand “Manual Planning” function  (      )Expand “Manual Planning” function  (      )
Double click on “Multiple Position Budgeting”Double click on “Multiple Position Budgeting”

SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS
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Click yes              to enable the macrosClick yes              to enable the macros

SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS
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SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS

Click on “Close Navigation” tab                  Click on “Close Navigation” tab                  
to expand display of position layoutto expand display of position layout
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Layout contains only Layout contains only 
the cost centers you the cost centers you 

want to work onwant to work on

SINGLE or MULTIPLE COST CENTERSSINGLE or MULTIPLE COST CENTERS
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CASE   9CASE   9

Change Fund/Funds Center assignment on cost center.
(DFA function only)
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CHANGE FUND/FUNDS CENTER ON COST CENTERCHANGE FUND/FUNDS CENTER ON COST CENTER

Agency submits cost center assignment change Agency submits cost center assignment change 
to DFA to DFA –– OFFICE OF BUDGETOFFICE OF BUDGET

Assignment change is made in BPS and agency Assignment change is made in BPS and agency 
is notified when update has been made in BPSis notified when update has been made in BPS
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“Display Navigation” tab                      to “Display Navigation” tab                      to 
open Navigation screen.open Navigation screen.

CHANGE FUND/FUNDS CENTER ON COST CENTERCHANGE FUND/FUNDS CENTER ON COST CENTER
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Determine which position or positionsDetermine which position or positions
have the cost center that thehave the cost center that the
fund/funds center assignment has fund/funds center assignment has 
been changed. (write them down)been changed. (write them down)

Click on the “Set Variables ” tab                Click on the “Set Variables ” tab                
to set parameters toto set parameters to

update cost  center assignment on update cost  center assignment on 
positionposition

CHANGE FUND/FUNDS CENTER ON COST CENTERCHANGE FUND/FUNDS CENTER ON COST CENTER
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CHANGE FUND/FUNDS CENTER ON COST CENTERCHANGE FUND/FUNDS CENTER ON COST CENTER

Place cursor in Position(FROM) “From Value” cell of variable sPlace cursor in Position(FROM) “From Value” cell of variable screen andcreen and
select drop down menu       .  Selection conditions box wilselect drop down menu       .  Selection conditions box will appear.l appear.

Place cursor in “Position” cell. Key in the position numbers.Place cursor in “Position” cell. Key in the position numbers.
Select line on drop down menu (line should be highlighted)Select line on drop down menu (line should be highlighted)
Click on green check mark   Click on green check mark   
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If applying function to more If applying function to more 
than one position you will than one position you will 
need to clear the parameter.  need to clear the parameter.  
This will apply the function to This will apply the function to 
all the positions you listed in all the positions you listed in 
the “Selection Conditions” the “Selection Conditions” 
box.box.

Highlight the “Position Highlight the “Position 
(FROM)” line(FROM)” line
Click on the “trash can”Click on the “trash can”

.  This will remove .  This will remove 
the entry in the “From the entry in the “From 
Value”Value”

CHANGE FUND/FUNDS CENTER ON COST CENTERCHANGE FUND/FUNDS CENTER ON COST CENTER
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CHANGE FUND/FUNDS CENTER ON COST CENTERCHANGE FUND/FUNDS CENTER ON COST CENTER

Place cursor in New Cost Center “From Value” cell of variable Place cursor in New Cost Center “From Value” cell of variable screen screen 
and select drop down menu       .  Selection conditions boxand select drop down menu       .  Selection conditions box will appear.will appear.
Enter Cost Center the position is to be changed “TO”.  Enter Cost Center the position is to be changed “TO”.  
Select line on drop down menu (line should be highlighted)Select line on drop down menu (line should be highlighted)
Click on green check mark   Click on green check mark   
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CHANGE FUND/FUNDS CENTER ON COST CENTERCHANGE FUND/FUNDS CENTER ON COST CENTER

Place cursor in Fund “From Value” cell of variable screen and Place cursor in Fund “From Value” cell of variable screen and select select 
drop down menu       .  Selection conditions box will appeadrop down menu       .  Selection conditions box will appear.r.

Enter  the Fund assignment for the cost center the position isEnter  the Fund assignment for the cost center the position is being being 
changed “TO”changed “TO”
Select line on drop down menu (line should be highlighted)Select line on drop down menu (line should be highlighted)
Click on green check mark   Click on green check mark   
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CHANGE FUND/FUNDS CENTER ON COST CENTERCHANGE FUND/FUNDS CENTER ON COST CENTER

Place cursor in Funds center “From Value” cell of variable scrPlace cursor in Funds center “From Value” cell of variable screen and een and 
select drop down menu       .  Selection conditions box wilselect drop down menu       .  Selection conditions box will appear.l appear.
Enter  the Funds Center assignment for the cost center the posEnter  the Funds Center assignment for the cost center the position ition 
is being changed “TO”. is being changed “TO”. 
Select line on drop down menu (line should be highlighted)Select line on drop down menu (line should be highlighted)
Click on green check mark   Click on green check mark   
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Save variables by clicking on the save Save variables by clicking on the save 
button at  the top of screen  button at  the top of screen  

Select the “Planning” tab                to return Select the “Planning” tab                to return 
to the Planning Area screen      to the Planning Area screen      

CHANGE FUND/FUNDS CENTER ON COST CENTERCHANGE FUND/FUNDS CENTER ON COST CENTER
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Expand “Change Cost Center of Position” Expand “Change Cost Center of Position” 
function  (        )function  (        )

Double click on “Change Cost Center of Double click on “Change Cost Center of 
Position” function to change cost center on Position” function to change cost center on 
positionposition

CHANGE FUND/FUNDS CENTER ON COST CENTERCHANGE FUND/FUNDS CENTER ON COST CENTER
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Verify cost center for position hasVerify cost center for position has
changedchanged

Save by clicking on the save buttonSave by clicking on the save button
at the top of screenat the top of screen

CHANGE FUND/FUNDS CENTER ON COST CENTERCHANGE FUND/FUNDS CENTER ON COST CENTER


